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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsible clerical and stenographic classification
involving the taking of dictation, accurate typing of
correspondence, reports, and records and all other duties of a
secretary, including receptionist responsibilities. I|ncunbent
acts as clerical and appoi ntnment adnmi nistrative assistant to the
police chief and for other ranking police officers.

EXAMPLES OF WORK

(_Not e: The exanples below indicate only the general type of
work performed in this class and are not intended to restrict
duties to those listed.)

Takes and transcribes dictation and types fromrough draft and
ot her sources, letters, nenoranda, forms, and other material.

Acts as clerical assistant to the chief of police, conposes
i nportant correspondence, relieves the chief of mnor clerica
and adm ni strative details, and relays orders and instructionto
ot her clerical personnel at the chief's direction.

Answers tel ephone in chief's office, dispenses information to
callers in accordance with policy, and appropriately refers
callers on to the chief or to other officers of divisions.

Acts as office receptionist for chief and other ranking
of ficers, routing visitors to the proper officer as indicated.

Reads reports and summari zes information therein for chief to
review w t hout necessary tinme | oss. Prepares nore conmprehensive
reports and i nformation breakdown for chief's exam nation.
Prepares chief's report to the admnistrative authority
concerni ng departnental activity and conditions in the city of
interest to the departnent.

Prepares any correspondence, report, record, purchase order, or
any routine detail of office operation as required.

Takes statenents fromw tnesses and confessions fromprisoners.

Perforns various related duties as assigned, required, or
i ndi cat ed.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all reqguirenments
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|i sted bel ow nmust

be met by the filing deadline for application for

adm ssion to

t he exam nati on.

Must neet all requirenments of the Municipal
Civil Service Law, including being a citizen of

St at es.

After offer of enploynment, but before beginning work
class, nust pass a physical exam nation,

Fire and Police
the United

in this

the selection and

adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical

fitness sufficient to perform the essential
position, with or w thout accommodati on.

Must have a high school diploma or
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duti es

of the

a valid certificate of
equi val ency issued by a state departnment of educati on.
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03-15-00
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